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writer

-The word processor component of OpenOffice.org
-Free alternative to Windows' MS Word
-Can be used to create documents such as reports and letters

File extension is .odt




How to open writer

Applications >> Office >> OpenOffice.org Word Processor
*Double-click on the desktop shortcut
«Click on the icon on the panel

LibreOffice 5.4
LibreCffice
LibreQffice (Safe Mode)
LibreCffice Base
LibreOffice Calc
LibreOffice Draw
LibreOffice Impress

LibreCffice Math

B

LibreQffice Writer




THE WRITER INTERFACE

Eile Edit View Insert Format Table Tools Window Help

P <p = 9§ [00% [~ @

Menu Bar [T o, | REEICP> S SR -
Standard g
Toolbar Formatting
| Toolbar
OPENOFFICE.ORG Writer GUIDE: B
H Getting Started with Writer
“N’ Status Bar

Pagel/2 Default English (USA) INSRT | STD | * OO0 0 @ T ® |100%
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Creating a

File >> New >> Text
Document

e New icon in the standard
toolbar.

e« Ctrl + N

23

LRE Y

new docume'git

0

g Applicauons Places System

cile Edit View Insert Format Table Tools Clker Mag Wi

1 New » || 4] Text Document
) Open... Ctri+0 |[s| Spreadsheet
Recent Documents , Presentation
Wizards » Drawing
— Database
X Close
PR ...~ |l8] HTML Document
# saveAs.. Ctr+shift+s |2 XMLForm Document
PSR | 1 Master Document
Reload [¥] Formula
S ) Labels
— = Business Cards
| Export...
¥ Exxrt as PDF... [ TerTIplates and Documents

\
100%

A\,E

= B




OPENING AN EXISTING DOCUMENT

File Edit View Insert Format File >> Open
D New '“ ~
[ Open... Ctri+0, | == Open icon in the standard
Recent Documents N’—I '—: toolbar
Wizards EXS
Ctrl + O
X Close —

¥ Save As... Ctri+Shift+S

/
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itc-training | Documents | Ubuntu Training

[=1 Memos and Annovu... ot
@ Review (Sample exam).odp

Screenshots

Places — | Name v Modified
@ Search [ Examples and exercises Friday, 25 September, 2009
) Recently Used [C1 Exams Monday, 14 December, 2009
itc-training £ Manuals Tuesday, 01 December, 2009
i Desktop || .~lock.000 Impress.odp# 08:38
[ File System 7| |2} .~lock.Tutorial - Writer (ITC).odt# 08:39
[ Floppy Drive 2] Certificate Class 22-23.0dt Tuesday, 15 December, 2009
[ CZARU ||=] notes.odt Wednesday, 22 july, 2009
S —— @7 000 Calc.odp Wednesday
FTC 127 000 Impress.odp Yesterday at 10:00

| |27 000 Writer.odp Friday, 20 November, 2009

Wednesday, 27 May, 2009

=P Add = Remove All files

»

Open

Documents | Ubuntu Training

E B‘ itc-training

D File type

[] Read-only

\1ersion:~ >

i Open

Places — | Name v Modified -
44 Search [ Examples and exercises Friday, 25 September, 2009
{® Recently Used [ Exams Monday, 14 December, 2009
B itc-traiing 5 Manuals Tuesday, 01 December, 2009
£ Desktop | .~lock.000 Impress.odp# 08:38
[ File System =||5] .~lock.Tutorial - Writer (ITC).odt# 08:39
=] Floppy Drive 5] Certificate Class 22-23.0dt Tuesday, 15 December, 2009 |~
L CZARU |l= notes.odt Wednesday, 22 July, 2009
Documents %000 Calc.odp Wednesday
B & 000 Impress.odp Yesterday at 10:00
5 Memos and Annou... | 27000 Witer.odp Friday, 20 November, 2009
F Screenshots || & Review (Sample exam).odp Wednesday, 27 May, 2009 i
¥ 51 crhadiila f traininac adf \Wadnacdair 03 Dacambar 20001
dhAdd || = Remove Al files A
D File type
\_Iersion:) 5
[J Read-only B

e | Epen




SAVING A DOCUMENT (.ODT)
5

File Edit View Insert Format
| ] New v
] Open... Ctri+0
Recent Documents b -|
File >> Save Wizards o
Save iconin the standard X Close =
foolbar =] save [% Ctri+S |
Cirl + S # Save As... Ctri+Shift+5
Save All
N 1088 Y% 0 3 RE- U HoEn Y@



Type ’re file name in theName text box.

SAVING A DUCUNMENT (\UD1)

Choose in which folder to save.

IWriter Tutorial (ITC) Name: [Writermtorial (ITc) J

< Browse for other folders + Browse for other folders
¢ itetraining | Documents | buntu Training Create Folder ¢ & itetraining | Documents | Ubuntu Training Create Folder
Places |— |Name v | Modified — Places g Name v | Modified 4
& Search & Examples and exercises Thursday & Search & Examples and exercises Thursday
@) Recently Used i Exams Friday () Recently Used & Exams Friday
& itc-training _| [ Training Materials Friday, 29 May, 2009 @ itctraining _| [ Training Materials Friday, 29 May, 2009
[ Desktop & Memo letter for OO training.odt Tuesday, 28 April, 2009 | & Desktop || Memo letter for 000 training.odt Tuesday, 28 April, 2009
.. File System &) notes.odt Wednesday, 20 May, 2009 | L File System 2 notes.oct Wednesday, 20 May, 2009
 Floppy Drive {5 000 Draft outline.odt Thursday, 30 April, 2009  Floppy Drive |21 000 Draft outline.odt Thursday, 30 April, 2009
8 cZARU — | 5] Sample table layout.odt Wednesday, 27 May, 2009 @ CZARLI —| &) Sample table layout.odt Wednesday, 27 May, 2009
F——— ' ||| Simple Ubuntu guide.odt Thursday, 28 May, 2009 — +| Simple Ubuntu guide.odt Thursday, 28 May, 2009
& Pictures < &) Writer Tutorial (ITC).odt 11:51 N & Pictures 4 &) Writer Tutorial (ITC).odt 11:51 L

Add R ODF Text Document (.odt) v ‘ A ODF Text Document (.odt) v
b File type b File type
(| Save with password (| Save with password

cancel ’ ‘ Eﬁave ’




SAVING A DOCUMENT (.ODT)

Save Click

= Browse for other folders

| < ||l;a itc-training H Documents ” Ubuntu Training Create Fo!der{
Places £ Name ~ | Modified 1 £
li&y, Search = Examples and exercises Thursday

) Recently Used == Exams Friday

@ itc-training ' _| | Training Materials Friday, 29 May, 2009

= Desktop | |[Z] Memo letter for OO0 training.odt Tuesday, 28 April, 2009

L File System |52 notes.odt wednesday, 20 May, 2009 ||
! Floppy Drive =] OO0 Draft outline.odt Thursday, 30 April, 2009

L8 cZARLI —1 ||=] Sample table layout.odt Wednesday, 27 May, 2009

L:E: D i =] Simple Ubuntu guide.odt -Thursday, 28 May, 2009

=3 Pictures L] =) Wrriter Tutorial (ITC).odt 11:51 o
] Add ‘ Remove ‘ ODF Text Document {.odt) | ™

> File type

[ Save with password




SAVING AS M5 WORD

file name in the Na

|Writer Tutorial (ITC)

File >> Save As

File Edit View Insert Formal

] New ol [

L Open... Ctri+0 |
Recent Documents =

. o

Wizards kel

X Close =

Save Ctrl+S

|l save As... nCtri+Shift+5 |
Save All od

Type th

Name:

L

(*,DOC)

me fext box.

= Browse for other folders

|1Hl"d itc-training ” Documents || Ubuntu Training

Places

2, Search

) Recently Used
&g itc-training s
& Desktop

L. File System
—! Floppy Drive
L8 CZARLI =

=5 Documents

& Pictures [~

Name

& Examples and exercises
= Exams

|55 Training Materials

|& Memo letter for OOo training.odt

=] notes.odt

|&| OO0 Draft outline.odt

|=) Sample table layout.odt
=] Simple Ubuntu guide.odt
|&) Writer Tutorial (ITC).odt

v | Modified
Thursday
' Friday
Friday, 29 May, 2009
Tuesday, 28 April, 2009
Wednesday, 20 May, 2009 | -
Thursday, 30 April, 2009
Wednesday, 27 May, 2009
Thursday, 28 May, 2009
11:51

P> File type

[| Save with password

QODF Text Document (.odt)

‘ € cancel ‘ ‘ E]gave l




SAVING AS MS WORD (*.DOC)

Choose the file type.

Name: [Wn'ter Tutorial (ITC)

<7 Browse for other folders

‘ZH% itc-training H Documents H Ubuntu Training

Create F oige;{

P> File type

[[| Save with password

Places 1| Name v | Modified
[& search 55 Examples and exercises Thursday
() Recently Used (=4 Exams Friday
&g itc-training _| | Training Materials Friday, 29 May, 2009
@ Desktop | Memo letter for OOo training.odt Tuesday, 28 April, 2009 |
L File System || notes.odt Wednesday, 20 May, 2009 || -
) Floppy Drive || 000 Draft outline.odt Thursday, 30 April, 2009
L8 czARL — |z Sample table layout.odt Wednesday, 27 May, 2009
B DoCUMEnts || Simple Ubuntu guide.odt 8
& Pictures < | Writer Tutorial (I 11:51
ODF Text Document (.odt)

‘ ) cancel ‘ ’ n%ave

i

| Writer Tutorial (ITC)

<7 Browse for other folders

'ZH&: itc-training H Documents HUbuntu Training

Create Foideri

Places — | Name

‘g, Search et Exampies and exercises
&) Recently Used ) Exams

g itc-training _| |& Training Materials

@ Desktop

L File System
— Floppy Drive
.4 czArRU

|=] notes.odt

||5] OO0 Draft outline.odt

|=] Sample table layout.odt
|=:] Simple Ubuntu guide.odt
5] Writer Tutorial (ITC).odt

=3 Documents
=3 Pictures

v | Modified
Thursday
Fnday

PSR —

o S — N e

2 Memo letter for OO0 training

P File type

["] Save with password

ODF Text Document (.odt)

ODF Text Document Template (.ott)
OpenOffice.org 1.0 Text Document (.sxw)
OpenOffice.org 1.0 Text Document Template (.stw)

ick save

Microsoft Word 97/2000/XP (.doc) ‘

Microsoft Word 95 (.doc)
Microsoft Word 6.0 (.doc)
Rich Text Format (.rtf)
Text (.txt)

Tevt Fnrnded [ tvi)



' Save icon In the standard toolbar

' =] _":.: = II-I ?_‘ls" — j ,”P,_i | [t [
R ILRE VY - dE -0 ZoEm 1 m]@
«Z00oming controls
Page Preview icon in the The Print File Directly icon in Zoom drop-down menu in the
A e the standard toolbar standard toolbar

File >> Page Preview *Page Preview



UNDOING & REDOING CHANGES

File Edit View Insert Forma

Undo icon In the standard toolbar [ New =
.Ctrl + Z = gz:;‘t‘ Docgments(,:trHO» -
Wizards > _‘
X Close b
=] save Ctrl+S
¥ Save As... Ctrl+Shift+S

Save All
| (

¥ Export...
Export as PDF...
Send >

|<] Properties...
Digital Signatures...
Templates 8

Printing page
File >> Print / Ef?:;g::ggs —

] Exit ctri+Q
L. I




WORKING WITH TEXT

Non-consecutive texts

Hold down Ctrl key
Select All

*Selecting text
«Just click and drag on the texts you want to highlight

*Copying texts standard toolbar Ctrl + A
Copy icon in the Right-click >> Paste

*Pasting texts

Copy icon in the . Right-click >> Paste
Paste icon in the standard toolbar o Edit >> Paste

Right-click >> Copy . Ctrl + V

Edit >> Copy__ GQ@ =

Ctrl + C



Cutting text

Cutting text
Cut iconin the standard toolbar
Right -click >> Cut
Edit >> Cut

Ctrl+ X




FORMATTING IN WRITER

Formatting v X

- ; — — - 0 . =
5| |Default v | |Liberation Serif v | 12 A 4 A = ) ﬁ v v lt%l v

*Using the Formatting toolbar
*Inserting special characters

Alt + 164 (if you are using OpenOffice for Windows)



Format

FORMATITING PARAGRAPHS

Clker Maen

Paragraph

=

| Indents & Spacing l Alignmenk ;'

Indent

Before text

After text

First line

] Automatic
Spacing

Abowve paragraph

Below paragraph

Line spacing

Register-true
| Activate

Text Flow

Background

* Forrmmat Table Tools

| Numbenng | Tabs | Drop Caps | Borders |
lo.0o~ <]
[o.00" E=3|
lo.30" [3[ N
|
——
|o.oo" =
lo.os" =
=]
| oK || Cancel || Help || Reset |

o

Bullets On/Off or Numbering On/Off
toolbar

Formatting

@ | Default

v | |Liberation Serif

e

& 4A

Icon in the formatting

éem

v X

%,&,E,



LINE NUMBERING

To restart line numbering on a specific paragraph:

Click on the line where you want to restart the line numbering.

Tutorial = Wi

ole Tools Clker Menu Window Help

. X FA$_§pe~liAi_ng and Grammar... F7
Tools >> Line Numbe, { Apoige :

Word Count

<

B |

Outline Numbering...
Line Numbering... %_l i
Footnotes/Endnotes... |

|| Gallery
| | Media Player

Fra

..._.;
BIE Ay




Text Flow | Numbering | Tabs

Numbering Style

Numbering

Background
Line numbenng Indents & Spacing Alignment Text Flow | Numbering | Tabs Drop Caps

¥ Include this paragraph in line numbering
Numbeg, 1Nong

Numberi

Start with

Line numbering
¥ Include this paragraph in line numbering

Start with

oK H Cancel Help 73 ' Reset

cancel | ﬂélpi Reset |




*To restart line numbering on a specific paragraph:

*To remove line numbering on a

specific paragraph:
Indents & Spacing Alignment Text :Itljjlt.wﬁ:rq:z:ﬁbeﬁng Tabs Drop Caps Borders SeleCt the bIOCk Of parag raphS Or teXt Where
you want to remove the line numbering.

Numbering Style None

Numbering

Line numbering

¥ Include this paragraph in line numbering GO to FO rm a.t >> Pal’ag I’ap h 5
AR : Go to the Numbering tab.

Start with 1

ancel Help Reset |



TOOLS IN WRITER

_ *Word count
*Find and Replace

Tools >> Word Count

- Edit >> Find and Replace
- Ctrl +F



insert >> Manvual sreax

" C#l + Enter

Insert >> Header (
Insert a header or a foofter.

Manual Break...

PAGES

Format Table Tools Window F

|

Footnote...

@ RBC InBc
Fields y = Ve
3£ Special Character... -
X on Serif
Formatting Mark > 3
2| Section... 1 L - 2
| Hyperlink
,,,,,,,,,,,,,,, N . |
Header » || Default Ilﬁ_
: T
Footer >



il il il il

_ INSERTING PAGE NUM

B/E S /
o e

Co

& S (Y (3 (3
View flnser'c' Format Table Iools Window Help
24 ) lT Manual Break... Jia_een Lana
& e -, ~ Fields It | | Date
Insert >> Fie____3f special Character... @ Time =
QLey Formatting Mark ' | Page Number {}
P : ] Page C Count e
#=| Section... Subiect
— . L. Subj —
o Hyperlink b B
Header v 1.7 Author
Footer o
Other... Ctrl+F2
N
el el - el el

il il il il




EW

Insert Format Table Tools

Manual Break...
Fields » ﬂ‘

3:@ Special Character... |

Formatting Mark

] section...

'[ ] Hyperiink

Header

Footer

Page Number...
Footnote/Endnote...

<2 Bookmark...
|i7| Cross-reference...
[] Note CtrAlt+N
Script...
Indexes and Tables »

Envelope...

] Frame...

nf] Table... Ctri+F12 p

Horizontal Ruler...
Picture
27§ Movie and Sound

ORKING WITH TABLES

RTING TABLES

Insert >> Table

Chl+ Fi2

Table icon Iin the standard

] @

@l E\ #4 < I8 [100%

-
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Table Boundaries

ing rows

-
-

AutoFormat...

Autofit
Head

Table Properties

B







S AND COLUMNS

Inserting Columns

The Insert Column in the Table menu
icon In the Table

menu bar
0 Righi-click >> Row Right-click >>
>> |nsert Column >> Insert
nsert >> Table >> Insert >>
= x3lumn
- -

El = = B B 2



WS Deleting Columns

te Row The Delete Column
lcon
. Right-click >> Row Right-click >>

Column >> Delete

>> Delete

~ Table >> Delete >> Table >> Delete >>
Lolumn

- -E - B[ E -
H T . i




WORKING WITH GRAPHICS

INSERTING GRAPHICS

From a file

From File icon in the drawing toolbar

Insert >> Picture >> From File

. " [ 1 : S A\
Q / ':.g‘;' W . 'T'v ‘ - I'-.,'__,;:‘ - - - - 'E'ﬂrir - ;_:7 A O .



POSITIONING GRAPHICS

*Arrangement
*Bring to Front
*Bring Forward

Send BaCkwal’d [F] Bring to Front
.Send to BaCk Alignment v Bring Forward

w  Anchor b Send Backward
" ~  [B
*Horizontal | =~ B ¥

) % _
# Picture...
o Save Graphics...

v+ Caption...
ImageMap

a Cut

[.] Copy
[] Paste




WRITER'S DRAWING TOOLS

Accessed through the Drawing foolbar

NOTE: To change the properties of the shapes, you may
use the formatting toolbar

p & 0l e o] O oo o[Tes o] § B0 A




Equivalent to MS Office's WordArt

Fontwork icon in the drawing toolbar.
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WORKING WITH STYLES

WHAT ARE S

U can apply to selected pages, text, frames, and other
ent to quickly change their appearance.

les and Formatting
ormatting icon in the standard toolbar



Ctrl+A
Ctrl+]
Ctrl+D
Ctrl+E
Ctrl+H
Ctrl+Shift+P
Ctrl+L
Ctrl+R
Ctrl+Shift+B
Ctrl+Y
Ctrl+0
Ctrl+1
Ctrl+2
Ctrl+3
Ctrl+4
Ctrl+5

Ctrl+plus

Ctrl+Shift+-

Ctrl+* (only on
number pad)

Write General shortcut key

Ctrl+Shift+Space

Select All

Justify Shift+Enter

Double Underline Ctrl+Enter
Ctrl+Shift+Enter

Centered

Find and Replace Alt+Enter

Superscript

Align Left Alt+Enter

Align Right Arrow Left

Subscript Shift+Arrow Left

Y _ Ctrl+Arrow Left
Redo last action Ctrl+Shift+Arrow
Apply Text Body paragraph style Left

Arrow Right
Shift+Arrow Right
Ctrl+Arrow Right
Ctrl+Shift+Arrow
Right

Arrow Up
Shift+Arrow Up

Apply Heading 1 paragraph style

Apply Heading 2 paragraph style

Apply Heading 3 paragraph style

Apply Heading 4 paragraph style

Apply Heading 5 paragraph style
Calculates the selected text and copies the
result to the clipboard.

Non-breaking hyphen (is not used for
hyphenation)

Ctrl+Arrow Up

Ctrl+Shift+Arrow Up

Arrow Down

Run macro field Shift+Arrow Down

Ctrl+Arrow Down

Non-breaking spaces. Non-breaking
spaces are not used for hyphenation and
are not expanded if the text is justified.
Line break without paragraph change
Manual page break

Column break in multicolumnar texts
Inserting a new paragraph without
numbering inside a list. Does not work
when the cursor is at the end of the list.
Inserting a new paragraph directly before
or after a section, or before a table.
Move cursor to left

Move cursor with selection to the left

Go to beginning of word

Selecting to the left word by word

Move cursor to right
Move cursor with selection to the right
Go to start of next word

Selecting to the right word by word

Move cursor up one line

Selecting lines in an upwards direction
Move cursor to beginning of the previous
paragraph

Select to beginning of paragraph. Next
keystroke extends selection to beginning
of previous paragraph

Move cursor down one line

Selecting lines in a downward direction
Move cursor to beginning of next
paragraph.



Home+Shift

End

End+Shift
Ctrl+Home
Ctrl+Home+Shift
Ctrl+End
Ctrl+End+Shift
Ctrl+PageUp
Ctrl+PageDown
Insert

PageUp
Shift+PageUp
PageDown
Shift+PageDown
Ctrl+Delete
Ctrl+Backspace
Ctrl+Delete+Shift
Ctrl+Shift+Backspace

eneral shortcut

Go and select to the beginning of a line
Go to end of line

Go and select to end of line

Go to start of document

Go and select text to start of document
Go to end of document

Go and select text to end of document
Switch cursor between text and header
Switch cursor between text and footer
Insert mode on/off

Screen page up

Move up screen page with selection
Move down screen page

Move down screen page with selection
Delete text to end of word

Delete text to beginning of word In a list
Delete text to end of sentence

Delete text to beginning of sentence

Ctrl+Tab Next suggestion with Automatic Word Completion
Ctrl+Shift+Tab Use previous suggestion with Automatic Word Completion
Ctrl+Alt+Shift+V Paste the contents of the clipboard as unformatted text.

Use this combination to quickly dock or undock the Navigator, Styles and

Ctrl+Shift+F10 Formatting window, or other windows



Write tTunction snortcut ke

F2 Formula Bar

Ctrl+F2 Insert Fields

F3 Complete AutoText

Ctrl+F3 Edit AutoText

F4 Open Data Source View

Shift+F4 Select next frame

F5 Navigator on/off

Ctrl+Shift+F5 Navigator on, go to page number
F7 Spellcheck

Ctrl+F7 Thesaurus

F8 Extension mode

Ctrl+F8 Field shadings on / off

Shift+F8 Additional selection mode
Ctrl+Shift+F8 Block selection mode

F9 Update fields

Ctrl+F9 Show fields

Shift+F9 Calculate Table

Ctrl+Shift+F9 Update Input Fields and Input Lists
Ctrl+F10 Nonprinting Characters on/off
F11 Styles and Formatting window on/off
Shift+F11 Create Style

Ctrl+F11 Sets focus to Apply Style box
Ctrl+Shift+F11 Update Style

F12 Numbering on

Ctrl+F12 Insert or edit Table

Shift+F12 Bullets on

Ctrl+Shift+F12 Numbering / Bulle



Ctrl+A

Ctrl+Home

Ctrl+End

Ctrl+Tab

Alt+Arrow Keys

Alt+Shift+Arrow Keys

Alt+Ctrl+Arrow Keys
Ctrl+Alt+Shift+Arrow Keys

Alt+Insert

Alt+Delete

If the active cell is empty: selects the whole table. Otherwise: selects the
contents of the active cell. Pressing again selects the entire table.

If the active cell is empty: goes to the beginning of the table. Otherwise: first
press goes to beginning of the active cell, second press goes to beginning of
the current table, third press goes to beginning of document.

If the active cell is empty: goes to the end of the table. Otherwise: first press
goes to the end of the active cell, second press goes to the end of the current
table, third press goes to the end of the document.

Inserts a tab stop (only in tables). Depending on the Window Manager in use,
Alt+Tab may be used instead.

Increases/decreases the size of the column/row on the right/bottom cell edge

Increase/decrease the size of the column/row on the left/top cell edge

Like Alt, but only the active cell is modified

Like Alt, but only the active cell is modified

3 seconds in Insert mode, Arrow Key inserts row/column, Ctrl+Arrow Key
inserts cell

3 seconds in Delete mode, Arrow key deletes row/column, Ctrl+Arrow key
merges cell with neighboring cell



Ctrl+Alt+Arrow Up
Ctrl+Alt+Arrow Down

Tab
Shift+Tab :

Move the active paragraph or selected paragraphs up one
paragraph.

Move the active paragraph or selected paragraphs down one
paragraph.

The heading in format "Heading X" (X = 1-9) is moved down one
level in the outline.

Moving resizing frame and graphics shortcut key

Esc

F2

Alt+Arrow Keys
Alt+Ctrl+Arrow Keys
Alt+Ctrl+Shift+Arrow Keys
Ctrl+Tab

Cursor is inside a text frame and no text is selected: Escape
selects the text frame.

If a text frame is selected: positions the cursor to the end of
the text in the text frame. If you press any key that produces a
character on screen, and the document is in edit mode, the
character is appended to the text.

Move object.

Resizes by moving lower right corner.

Resizes by moving top left corner.

Selects the anchor of an object (in Edit Points mode).
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